RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS
—_—

NOTE: Internet Explorer 11 is the recommended browser to use. Turn off all pop-up

blockers before you begin.

1. Go tothe LaPac Website and locate the Bid Number. If you received an email notification of the bid invitation
you may click the link in the email to access LaPac and the bid invitation.

2. Open the Bid Invitation by clicking on the Bid Number in the Description column.

Oftice o1 State Procurement

LaPAC

Weloome o the Lousiana Procurement sad Costract Network | Help
Saurch for Opon Bidy
Results of Search

Department; AR

Category Al

Begin Date:

Td Date:
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Keywords:
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has been msved, it will be located directly under the bid being dified and will he de d 2% an addend Solic for & de Term
Contracts are im RED

It is the bidder's responsibility to ensure that all addenda have heen d and, ¥ needl be peinted, signed, and retwrned

WHO SHOULD BE CONTACTED? If you are having ddffecully retneving & solictation decument, or the document is incomplete, click on the code or
number lted in the HELY column Lo abtain technecal mssistance. This will dasplay @ new scroen that will show the persos tu contact to help you
retrieve the document. IF, HOWIVER, YOU MAVE A QUESTION CONCERNING THE DETAILS OF A SOLICTTATION, CONTACT THE PERSON LISTED TN
THE SOLICITATION DOCAMENT

Q To change the sart order (Nid NumSer, Did Open Date/Time ), ciick on the underfined columm heading to sert by that value,

T S T T T
05052010 05/26/2020
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t LUTI12 29020%

CANCELLING SOLICTTATION G5/09/7010
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

3. Click the ONLINE BID RESPONSE LINK on the Bid Invitation.
T RESPONSES VALLDE |
e
STATE OF LOUlSIANA i 1‘1@' an7 174
"""*""" TOBID |30 sumMT AN ELE CTROMIC (ONLINE)
RESPONSE CLICK THE LINK HELOW,

SUBMT NORLLECTRONIC RESPONSE
TO @ Office of State Procu avest

P.0, Box 98095
NG ) B aton Rouge LA 70004.9035
Soackation 3000006753 Prysical Addross
Oparing Outer (0012017 1201 . Third Streed, Siite 2468
Baton Rouge, LA 76502

Wedor Ve Ay 1o be corrgd ded by .
e ibreisd Ri'x Humber 3000006743

Versior: |

Buyer: ANV VINCENT

IS iyer Phorus 2255420074
E-Mail: vy dncerta gov
Scheduled

Dater
|Seheched Ernf Datex
Ship To Address
L0E Ofcn of it Secrwtery
Detautt StgLoc
628 N. &% Strest

Safton Rouge, LA 70602

(Ill.l( UD R(SN)KS[ UNK

RUESTIONS TO OF COMPLETED BY YENDOR Rogured
1 Have pou smvesed ol attachinants to e bid intaton and answesd all guemions ™ YES
1.2 Hive pou tachmddncuded of regured et 1o (he bad responan? ES
£l Tasbusry wll b ke Wit ramdae of Ais Lde Rad sl a1 Ciles (2RO

4. Enter your LAGOV vendor ID number and password. Note: Your ID and Password were created and activated
during the vendor registration process in the LAGOV Vendor Portal site. If you have not registered in LAGOV, go
back to the Bid Invitation and click the link to the LAGOV registration site.

5. The Bid Invitation (aka RFx) is displayed. Click the |[Register | button at the top of the screen. This registers your

company as a bidder on this particular Bid Invitation. If there is no | = button, you are already registered
to the bid and can skip this step.

]| Create Response |

6. Click the
of the screen.

button at the top of the screen. Your RFx Response number is displayed at the top

Create RFx Response: 4000010810

7. To proceed read the Notice and check the box to accept the terms.

Anentions L RS 30 1554(CH4) mqures svdancs of authonly 10 Mgn AN SUDMIL D08 10 the State of Loummne By clcking I Box Delow, you ge one of e F;  faur L2
appties 10 Ihe signer of th i
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reflacied In the most cument pacinership records on file with e Secretary of State. A copy of the annual report or parnership rezom must be scbmited 1o this afSze before contract awerd

7 The s of B Ded w8 sepvasantative of the Bdder seihorized (o subimd s bid 53 evdenced by docurments such 85, cOROe atiulion, setrication s to toporie penopsl el I M agpies &
topy Of the sesolstion. carmiicaton, or ol JUPorive CocuMents shockd te aitschied herelo

SYMmrhnhaqus«wmvl%mmma of Glher 9 documen! ndetng Bal the sgner m suthorzed fo scbm b for pulike contracty A copy of
10 this ofice before contract awerd

4 The signer of Me bId has baen desionatad By the hdder 25 puNarzed 3o sudmE bics on the bidders yendor registration on fie with this o¥ice
IMPORTANT NOTE

For the purposss of LaGav Sugpher Portsl bidding. the Sigristurs of A L y of Evdder m tegx by the LaGov Suppitier Portsl user Log-in 10 The Name of Authoried Sgnwory of
m-wumwm;m1mmmmmuswsw-«°m1mmgmc

IJY«.!MMNMW.M&M“,'
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

8. Click on the words “Notes and Attachments” under the RFx Information tab. In the Notes section of the screen
click on the link to open Header Tendering Text.

-~ RFx Information ” Items |/ Motes and Aftachments

Bagic Data | Quesfions | Notesandmtnr.hmenisl 1

W Motes

Clear

Catego
Header Tendering Text 2
Bidder's Remarks

OK
These are the same notes shown on the Bid Invitation Document in LAPAC. Click the button.

See the Notes and Attachments Additional Information section at the end of this document for more
information.

9. Bidder remarks may be added to the Bid Response. Click the Bidder’s Remarks link.

- RFx Information |’ Items |/ Motes and Aftac

| Basic Data | Questions || Motes and Attachments

w Motes

Clear

Category
Header Tendering Text
Bidder's Remarks

OK
10. A pop-up window appears. Type remarks as desired then click the button.
Add Bidder's Remarks [=] EZ

Bidder's Remarks: | Type bidder remarks here then click the OK button

Cancel
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

11. In the Attachments section of the screen all attachments to the Bid Invitation are shown. These are the same

attachments that are shown in LaPac. Each attachment can be opened by clicking on the Description link and
downloaded to a local file if desired.

/ﬁ/ Items Y MNotes and Attachments r Summary r Tracking ‘

Basic Data | CQuestions Motesz and Attachments

Clear
Category Description
|_ Hezder Tendering Text Please print all attachments to
Bidder's Remarks Type bidder remarks here ther

Add Attachment  Edit Descriplion  ‘“/ersioning Delete  Create P

Category Description Click the Description
Standard Attachment ATTACHMENT E: PRICE SHEET link to open the file
Standard Attachment ATTACHMENT D: INSTRUCTIONS TO ACCE R WEE COMFEREN

Standard Attachment ATTACHMENT C: INSTRUCTIONS FOR OMLINE BIDDERS

12. Click the Items tab near the top of the screen.

Create RFx Response: 4000010810

Submit | Read Only  Print Preview | Check Clos

Number 4000010810 RFx Number 3000006753

y . T

|Bmi[)&|ﬁ.|&sﬁms|mmm

13. Each line item of the Bid Invitation is displayed. Highlight the first line item by clicking in the gray box to the left
of the Line Number. Then click the Details button.

RFx Information m Motes and Attachments r Summary r Tracking |

= AddNew. AddSubline | Gopy Paste Delete | Caloulste Value

umber Description ltem Type  Preduct ID Product Category  Product Category Description Required Quantity  Submitted Quantity  Unil
. ﬁunm E  Award Medals Material 43101701 MEDALS 24750 24750 EA
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RFx No: 3000015744

Attachment: C

ONLINE BIDDING INSTRUCTIONS
—_—

14. The Details specific to the line item selected are displayed. The Item Data tab displays information related to
Product Category, Item Description, Required Quantity and Delivery Date. This is also the screen in which the
bid price and number of days after receipt of order (ARO) are entered. Be sure to note the per/unit of measure
for the price to be quoted. In this example the unit of measure is EA (Each).

Enter the bid price for the line item.

Note, if a Price Sheet is attached to the Bid Invitation, then enter prices only on the Price Sheet; not on each line

item.

||+ Details for item 0001 Award Medals
Item Data i Questions i hotes and Aftachments

w Basic Data
Identification
Cenfigurable ltem Number: *
Confrol Key:
Item Type:

Product Category:
Froduct 1D:
Description:

Item “ariant Description:

Further Properties

Supplier Product Mumber:

DDO01
Iaterial functional
Iiaterial

49101701

Award Medals

Criginal ltem

MEDALS

Currency: | American Dollar
Required Quantity: 24.750| EA Each

Submitted Quantity: 24750 | |EA Each

I Price: 25.00 IJSD Per: 1/EA

Met value: 0.00

Delivery Date: |04/01/2017

Delivery Days:

15. Click on the Questions tab for the selected line item. Answer any questions presented.

Item Data

Question

Motes and Attachments

Reply
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

16. Click on the Notes and Attachments tab for the selected line item. Read any notes by clicking on the Category
Link and review any attachments relevant for the selected line item. In this example there is a note for Item
Tendering Text but no attachments relevant to the specific line item.

Clear

Category Description

ltem Tendering Text I See atfached pricing sheet to submit prices.
L

Bidder's Remarks -Empty-

Add Attachment Edit Description  ‘ersioning Delete  Create Profile

Category Description File Name Version Processor
[1] The table does not contain any data

17. Repeat steps 16 — 19 for each item on the Bid Invitation. In this example there is only 1 line item.

18. A Price Sheet may be attached to the Bid Invitation. If so, prices are to be entered on the Price Sheet.
Download the Price Sheet to a local Excel file and complete it accordingly. Then, attach it to the Bid Response
as follows:

Click the Notes and Attachments tab at the top of the page then click Add Attachment.

RFx Informaticn Iltems Summarny k
Add 4 Clear
Assigned To Category
| DotumentHeader  Header Tendering Text

J Document Header Bidder's Remarks

| ItemD1"Award Medals" ltem Tendering Text

I Add Attachment |Ed'rt Description  \fersioning Delete  Create Qualification P

| Assigned To Category Description

Page 6



RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

19.

20.

21.

22.

23.

24,

25.

Browse your computer and select the file (for example, completed Price Sheet) to be attached to the Bid

Response. Enter a description of the attached file, i.e. Price Sheet, then click the button.

Here you can upload an attachment. You have to assign it to either the document general data or to an item

File: |Ci\Users\sorourk\Documi[ Browse... |

I Description: | Price Sheef x|

Asszign To: * |General Data -

Click on the RFx Information tab at the top of the screen and click on the word “Questions”.

RFx Information |/ Items ’/ Motes and Attachments |/ Summary ’/ Tracking ‘

 BasicData | Questions | Notes and Attachments

Answer the questions presented. Questions with a red * are required and must be answered.
Wr ot | e ikaien | ey | iy

M (0 Mt o FIR I % T O 00N A Sk M Gtk ¢
L e L e AL
W Bocout for paprreet esew Ao S0 carn. O mrts B ERTTE Sue 4 wre S J0 e oFee S 1R 51 Tt 30 o rewtey Seaetty ot i be 90raEted vl 4 b I Sweed corm

Dntrvery wil 30 mace o warsten of cayn 8w Mazege of Orter AND)

Once all notes and attachments are reviewed, all questions are answered and all prices are entered click the
| Check )
button at the top of the page. Any red error messages must be cleared before the bid response can

Chee
be submitted. If errors are present, correct any errors and click | again.

. . . RFx response is complete and contains no errors
The following message will be presented if there are no errors:

Submit
Click the button at the top of the page to submit your Bid Response.

A message will be presented with the RFx (Bid) Response number showing it has been submitted.

RFx response 4000010510 submitted

Closs
Click the | button to exit the Bid Response. The Bid Invitation is displayed.
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

26. Click the

|

button to refresh the screen.

27. Your RFx (Bid) Response number is shown in the upper right section of the screen. It is a link to your Bid

Response. Itis not necessary to open your Bid Response again. But if you wish to access your Bid Response
Click on the Bid Response Number link.
Display RFx: 3000006753

Pt Prww | | 21 1 Cizen

Nirnber  JO0000573) T Mereber  AWARD AVEDALS fates Futbare T Qe Emd Duee 103000 C5T Femvaiomg Time 35 Oaye 152757

Note: For future access to your Bid Response go to the LaPac website and locate the Bid Invitation number.
Open the link to on the Bid Invitation, Log into the LAGOV Vendor portal as you did at the beginning of this
process. The Bid Invitation opens and your RFx (Bid) Response number will be available.

. Cl . . o
28. Click the button to exit the Bid Invitation.

29. The process is complete.

Other Information:

The Bid Response may be viewed by the submitter anytime by accessing the Bid Invitation on the LaPac website.
See step 27 above.

If you receive notification of an addendum or change to the Bid Invitation, the submitter is responsible for
editing the Bid Response and resubmitting if any changes are done. Follow steps 1 — 4 to access the Bid
Invitation.

The submitter of the bid may change the bid any time prior to the bid opening date by accessing the Bid

Response and clicking the # button. If the Bid Response is edited it MUST be SUBMITTED again.

Save
The Bid Response can be saved by clicking the button. This might be used if the submitter is partially
finished with the Bid Response and will add more information at a later time. Important note, saving the Bid
Response does not submit the Bid Response for bid consideration. It MUST be SUBMITTED.
The submitter of the bid may withdraw the bid any time prior to the bid opening date by accessing the Bid

o Withdraw
Response and clicking the button.

The State of Louisiana buyer does not have access to your Bid Response until after the bid opening date has
passed.

Only the submitter of the Bid Response can view it before the bid opening date. It is never available to other
vendors. Procurement employees at the State of Louisiana can view the bid after the bid opening date.
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RFx No: 3000015744

Attachment: C

ONLINE BIDDING INSTRUCTIONS

Notes and Attachments — Additional Information

There are three places on the Bid Response that may contain information on notes and attachments.

1. RFxInformation->Notes and Attachments This area contains header level notes and attachments that come
from the Bid Invitation. Header level notes apply to everything in the Bid Invitation — they are not line item

specific.
Display RFx Response: 4000010823
_4" Edit | Print Preview | 7 | Check Close

Number 4000010823 RFx Number 3000006752 Status Saved Submission Dead

I RFxIlfmﬁonI tems Motes and Attachments -~ Summary ©  Tracking

Basic Data | Questions ||| Notes and Attachments ||

2. Notes and Attachments tab This area contains both header and line item specific notes
attachments that are added to the RFX Bid Response Document.

Display RFx Response: 4000010823

4 Edit | Print Preview | ) | Check Close

Number 4000010523 RFx Number 3000006753 Status Saved Submission De:z

RFx Information -~ ltems Motes and Attachments Summary Tracking

. It also contains
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS

3. Items tab->Highlight line item->Details->Notes and Attachments tab at bottom of screen This area contains
line item specific notes and attachments. These notes and attachments are only relevant for the selected line
item.

FEM | PreiPraves | 4, | Ok Cos

Number 4700070020 RPx Mumber 17000M 1Y Status  Saewt Sabmission Deadiems 01012017 100900 ¢

mmm Notes mng tiathmerss | Summey | Tronhng

A A tereey SR CawTEWT ey . T_M

4. There is no need to go to the Notes and Attachments tab for every line item. Only those with notes or
attachments need to be reviewed. To identify if there are notes or attachments relevant for a specific line item
in the Bid Invitation select the Items tab. In the Overview section of the screen, scroll to the right to the

RFx/Response columns. The column with the . 0 shows if there are attachments and the column with the &
shows if there are notes. In this example there is 1 attachment and 1 note.

Display REX Respanse: 4000010025

S8 hymPeees | % | Den Tese

S SEEITDY WrWeter XOUEETTD  Shews Sewd  ShevaserOeses DVIVTIT GITICTT  OpesrpOee DVIIGHT OUOMECET  SemeswegTeve MOma0UNIE  SfxOwee AMCUNEENT  TotiVewe §107 0SS

Dol sei i AnTams  Cepp e T o Caees e

(Welarte Dt e Time Fmet@  Fomal Cusow R [ ta Comwy h Fwe Cewewy  Peaw Dby DM Tiw
o QI Aeetiven Ve - s S S TR AT 1 ovsemcnT = N (=3)
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RFx No: 3000015744 Attachment: C

ONLINE BIDDING INSTRUCTIONS
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. Clear any hard (red) errors. Click

ONLINE BIDDING QUICK REFERENCE GUIDE

Click the Bid Invitation link on the LaPac website. The Bid Invitation opens.

Click the Online Bid Response link on the Bid Invitation.

Login with your vendor number and password. The Bid document opens in the LaGov website.
Review the Bid Invitation and attachments.

Click | Register | £ there is no Il Register | putton you are already registered and can skip this step.
CIickl Create Response

. The Bid Response number appears at the top of the screen.
Read the notice and accept the terms.
Review all Notes and Attachments

click [

. Click ] (001 E to view line item details (product category, unit of measure, etc.)

. Enter Price or complete the Pricing Sheet, whichever applies.

. Add any notes or attachments from the bidder (i.e., Bidder Remarks, Completed Price Sheet)
. Repeat steps 10 — 12 for each line item.

Click  ©heck

Check again if any changes were made to clear errors.

Click - =ubmit
Click < “lose

. Click | Close

Page 11



